
Entering Grades in Skyward
1. Log-on to Skyward

2. Click on the “My Classes Link”

3. Click on Class Option link (for the class you want to grade)

4. Click on Report Card Posting

5. The default for student names is alphabetical by first name.

To change to last name default you must click on the Last Name link at the top of the 
column of names.

6. Enter your grades and comment codes.  When finished you click on the Save Button. (You 



must save even if you have not entered all of the grades but plan on finishing later)
If you have saved you can still return and edit--then save again.

7. Printing a Proof Sheet.
Click on the Cancel Button (make sure you have saved first)

Click on Reports

8. Click on Grade Proof Sheet (at bottom of list)

Print out the Proof Sheet and give to Josie

9. Continue with remaining classes.

Click on My Classes and you will now be able to select another class.


